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Chapter 1: Lines of Accounting 

A DTS line of accounting (LOA), when tied to a funding source (a funded budget) is the means through which 

ŜȄǇŜƴǎŜǎ ƛƴ ŀ ǘǊŀǾŜƭ ŘƻŎǳƳŜƴǘ ŀǊŜ ǇŀƛŘΦ !ƭǘƘƻǳƎƘ 5¢{ ǘǊŀŎƪǎ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǘǊŀǾŜƭ ŦǳƴŘǎ ŀƴŘ ŎƻƳƳǳƴƛŎŀǘŜǎ 

with the Defense Finance and Accounting System (DFAS) to make payments, DTS is not an official accounting 

system. DTS resource managers ς Finance and Budget Defense Travel Administrators (FDTAs and BDTAs) ς must 

ǊŜŎƻƴŎƛƭŜ ǘƘŜ ōǳŘƎŜǘǎ ǘƘŜȅ Ƴŀƛƴǘŀƛƴ ǿƛǘƘ ǘƘŜƛǊ /ƻƳǇƻƴŜƴǘΩǎ ŀŎŎƻǳƴǘƛƴƎ ǎȅǎǘŜƳΦ 

This chapter focuses on LOAs. For more information about budgets, see the DTA Manual, Chapter 9. 

A DTS FDTA must have permission levels 0, 1, 3, and 5, 6, plus organization access, to work with LOAs and 

budgets. A DTS BDTA must have permission levels 0, 1, and 3, plus organization access, to work with DTS 

budgets. 

Chapter 2: LOA Format, Identification, and Use 

A DTS Format Map determines the content and format of each LOA. Each format map consists of a fixed number 

of Accounts and ElementsΣ ǿƘƛŎƘ ƛŘŜƴǘƛŦȅ ǘƘŜ ŀŎǘǳŀƭ ŦǳƴŘƛƴƎ ǎƻǳǊŎŜΦ ¸ƻǳ Ŏŀƴ Ŝŀǎƛƭȅ ƛŘŜƴǘƛŦȅ ŀ [h!Ωǎ ŦƛǎŎŀƭ ȅŜŀǊ 

and purpose by looking at the LOA label.  We discuss these items in detail below.  

2.1 Format Map 

DTS recognizes different format maps, which direct travel obligation and disbursement requests to the 

/ƻƳǇƻƴŜƴǘΩǎ ŦƛƴŀƴŎƛŀƭ ǎȅǎǘŜƳ ŜƴŀōƭƛƴƎ ǘƘŜ ǘǊŀǾŜƭ ǇŀȅƳŜƴǘ ǇǊƻŎŜǎǎ ǘƻ ǘŀƪŜ ǇƭŀŎŜ ǘƘǊƻǳƎƘ 5¢{Φ 

DTS recognizes the following LOA format maps (Figure 8-1): 

 

Figure 8-1: Format Maps Screen 

Once you Create a LOA and select the Format Map, ȅƻǳ ŎŀƴΩǘ ŎƘŀƴƎŜ ǘƘŜ Format Map field. Additionally, the 

Format Map is not editable when copying and rolling over LOAs. 

https://media.defense.gov/2022/May/11/2002994835/-1/-1/0/DTA_9.PDF
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When you create a LOA, DTS automatically checks Yes for Create Budget for a new LOA. If you need create the 

budget later, then uncheck the box, DTS allows you to create a new LOA without a budget. You can always 

create a budget for the LOA later. 

For more information on Component LOA formats, see the DTA Manual, Appendix R. 

2.2 Format Map Accounts and Elements 

A LOA contains 10 sections (called Accounts), each of which has space for up to 20 characters of information 

(called data elements). Carats (^) separate data elements. The format map determines which data elements go 

into which accounts, the order they appear in, their allowable lengths, etc. 

Table 8-1 shows a sample LOA format. Remember that format maps are not all the same meaning different 

Components have their own LOA format.  

Table 8-1 

 

Figure 8-2 shows the same format map as shown in DTS. 

https://media.defense.gov/2021/Nov/15/2002893225/-1/-1/0/DTA_APP_R.PDF
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Figure 8-2: LOA Elements as Displayed in DTS 

Note: The numbers in parentheses indicate the maximum number of characters you may include for each 

element. 

The accountable station number (ASDN) is the element that directs the LOA to the appropriate finance system. 

.ŜŎŀǳǎŜ ŜŀŎƘ ŦƻǊƳŀǘ ƳŀǇ ǇƭŀŎŜǎ ǘƘŜ !{5b ƛƴ ŀ ŘƛŦŦŜǊŜƴǘ ǇƭŀŎŜ όƛƴ ǘƘŜ ŜȄŀƳǇƭŜ ŀōƻǾŜΣ ƛǘΩǎ ǘƘŜ ŦƛǊǎǘ ŜƭŜƳŜƴǘ ƛƴ 



DTA Manual, Chapter 8: LOAs  June 28, 2022 

Defense Travel Management Office  6 

Account 7), DTS duplicates the ASDN in the first element of Account 1. This allows DTS to easily identify and 

ŎƻǊǊŜŎǘƭȅ ƛƴǘŜǊŀŎǘ ǿƛǘƘ ǘƘŜ /ƻƳǇƻƴŜƴǘΩǎ ŦƛƴŀƴŎŜ ǎȅǎǘŜƳΦ 

¢ƘŜ !ŎŎƻǳƴǘǎ н ǘƘǊƻǳƎƘ мл Ŏƻƴǘŀƛƴ ǘƘŜ [h!Ωǎ ŦƛǎŎŀƭ ŎƻŘƛƴƎ ǎǘǊǳŎǘǳǊŜΣ ŀǎ ŘŜǾŜƭƻǇŜŘ ōȅ ǘƘŜ /ƻƳǇƻƴŜƴǘ ŀƴŘ 

validated by DFAS. 

Note: You must enter all LOA elements in upper case format. If you try to save lower case letters in the LOA 

elements, DTS displays an error message to explain this fact. 

See the DTA Manual, Appendix R for details about the element codes and the element structures for each 

format map. 

2.3 Format for LOA Labels 

In DTS, a LOA label (name) has two parts consisting of a 2-digit fiscal year, plus up to 12 characters that provide a 

descriptive name. For example, a valid LOA label is 23 TRAINING, available to pay travel cost for training during 

Fiscal Year 2023. 

The LOA label and the 10 x 20 data elements must be unique within an organization in order to properly process 

documents and track funding. Sub-organizations may create a LOA label named the same as another 

organization, but since they are different orgs, the labels are separate, so there is no problem with the naming 

structure. For example, if the organization DTMOCSD uses the LOA 23 TRAINING, that label supports travel 

under DTMOCSD (Figure 8-3) for those travelers. Then if organizations subordinate to DTMOCSD also name their 

LOAs 23 TRAINING, those LOAs support their travelers, so there are no conflicts. 

 

Figure 8-3: Organizations and LOAs Chart 

NoteΥ !ƭǘƘƻǳƎƘ ƛǘΩǎ ƴƻǘ ŀ 5¢{ ǊŜǉǳƛǊŜƳŜƴǘΣ ƴŀƳŜ ǘƘŜ [h! ƭŀōŜƭ ƛƴ ŀ ǿŀȅ ǳǎŜǊǎ ŎƭŜŀǊƭȅ ƪƴƻǿ ǘƘŜ ǇǊƻǇŜǊ [h! ǘƻ 

select for travel. 

 

 

https://media.defense.gov/2021/Nov/15/2002893225/-1/-1/0/DTA_APP_R.PDF
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2.4 Using LOAs 

LOAs are only available for use in a DTS travel document if one of the following is true: 

¶ The LOA belongs to the organization the traveler is assigned. 

¶ A senior-level organization shared the LOA with its subordinate organizations. 

¶ !ƴ ƻǊƎŀƴƛȊŀǘƛƻƴ ǊŜƭŜŀǎŜǎ [h! ŀŎŎŜǎǎ ǘƻ ǘƘŜ ǘǊŀǾŜƭŜǊ ƻǊ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ƻǊƎŀƴƛȊŀǘƛƻƴ ǳǎƛƴƎ ǘƘŜ 5¢{ Cross-

Organization Funding feature. 
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Chapter 3: Working with LOAs in DTS 

You access DTS at https://dtsproweb.defensetravel.osd.mil/dts-app/pubsite/all/view/. Once logged into the 

system, you can perform administrative actions. The DTS DTA Maintenance Tool assists you in managing and 

maintainƛƴƎ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ resources. You access the Lines of Accounting module to find, update, copy, 

delete, and create LOAs. The various sections of this chapter discuss all these options. 

From the DTS Dashboard (Figure 8-4) select Administration, DTA Maintenance Tool or use the quick tile link. 

 

Figure 8-4: DTS Dashboard ς Administration Menu 

The DTA Maintenance Tool Home page (Figure 8-5) opens. From the DTA Tools Bar (appears on every screen in 

the DTA Maintenance Tool), you can access all the DTA Maintenance Tool modules you need, without returning 

to the DTS Dashboard screen (Figure 8-4). 

 

Figure 8-5: DTA Maintenance Tool Home Page 

Select Lines of Accounting from the DTA Tools drop-down list. The Search Lines of Accounting screen (Figure 8-

6) opens and the DTA Tools Bar updates displaying tools that let you: 

¶ Search for a LOA 

¶ Create a LOA from scratch 

¶ ¦ǇŘŀǘŜ ǘǊŀǾŜƭŜǊǎΩ ŘŜŦŀǳƭǘ [h!ǎ 

https://dtsproweb.defensetravel.osd.mil/dts-app/pubsite/all/view/
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¶ Update or copy multiple LOAs at once 

¶ Create a View Listing (report) that shows you the LOAs an organization owns 

Details for each LOA option are discussed in the next few sections of this manual. 

3.1 Searching LOAs 

.ŜŦƻǊŜ ȅƻǳ Ŏŀƴ ǳǇŘŀǘŜ ƻǊ ŎƻǇȅ ŀ [h!Ωǎ Řŀǘŀ ƻǊ ƛƳǇƭŜƳŜƴǘ ŎǊƻǎǎ-organization funding, you must locate the LOA. 

To help you do that, the Search Lines of Accounting screen (Figure 8-6) automatically displays when you open 

the Lines of Accounting module. You can also access this screen from any screen in the Lines of Accounting 

module by selecting Search LOA(s) in the DTA Tools Bar. 

 

Figure 8-6: Search Lines of Accounting Screen 

IŜǊŜΩǎ Ƙƻǿ ǘƻ ǎŜŀǊŎƘ ŦƻǊ ŀ [h!Υ 

1. όhǇǘƛƻƴŀƭύ 9ƴǘŜǊ ŀ Ŧǳƭƭ ƻǊ ǇŀǊǘƛŀƭ [ŀōŜƭ ǘƻ ǎŜŜ [h!ǎ ǘƘŀǘ ōŜƎƛƴ ǿƛǘƘ ǘƘƻǎŜ ŎƘŀǊŀŎǘŜǊǎΦ 9ȄŀƳǇƭŜΥ 9ƴǘŜǊ άноέ 

to find all FY23 LOAs, but no LOAs from other fiscal years. 

2. (Optional) Select a Format Map to view LOAs built using the selected format map. 

3. όhǇǘƛƻƴŀƭύ ¸ƻǳǊ Ƴŀƛƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƴŀƳŜ ŀǇǇŜŀǊǎ ōȅ ŘŜŦŀǳƭǘ ƛƴ ǘƘŜ Organization Name text field. 

Change it if you need to search for LOAs owned by a different organization. 

4. (Optional) If you want to view organizations subordinate to the one in the Organization Name field, 

check the Include Sub-Organizations box. 

5. (Optional) Check the Unbudgeted LOA(s) Only box to see only LOAs that have no associated budget. 

6. Select Search. The Lines of Accounting (Search Results) screen (Figure 8-7) opens. 
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Figure 8-7: Lines of Accounting (Search Results) Screen 

See Table 8-2 for a list of the Lines of Accounting (Search Results) screen field, column, and object names and 

their descriptions. 

Table 8-2 

LINES OF ACCOUNTING (SEARCH RESULTS) SCREEN DESCRIPTIONS  

Field or Object Description 

Text items at the top of the 
screen (e.g., Organization 
Name) 

Identify the search criteria you entered on the Search Lines of 
Accounting screen. Displays red text if you used the field in your 
search, or left blank if you did not. 

Select to Delete or Rollover When you need to delete or roll over one or more LOAs, check the 
box next to each LOA you need to change. These boxes work with 
the two buttons (also listed in gray on this table) at the bottom of 
the screen. 

Edit Column containing buttons that let you Update, Copy, or Apply X-
Org (cross-organization) Funding to a single LOA. 

Organization Name Column that displays the organizations that own the displayed LOAs. 

Label Column that shows the routing lists that match your search criteria. 

Shared Column that identifies whether (Yes) or not (No) the owning 
organization shared the LOA with its subordinate organizations. 

Format Map Column that shows the format map used to create the LOA. 

Link to Column that provides a New Budget link for each LOA. Select one to 
create a new budget that links to the LOA. 

Two buttons at the bottom 
of the screen 

When you check at least one box in the Select to Delete or Rollover 
column (also listed in gray on this table), select Delete Selected (on 
this page) to delete the items you checked or Rollover Selected (on 
this page) to create a new LOA for with updated FY elements. 
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3.2 Updating LOAs 

When a LOA has missing or wrong information, then you need to correct the data. Invalid LOA data sent to the 

accounting system will cause a reject and requires additional actions to process the document successfully. 

IŜǊŜΩǎ Ƙƻǿ ǘƻ ǳǇŘŀǘŜ ŀ [h!: 

1. From the Lines of Accounting (Search Results) screen (Figure 8-7) select Update next to the LOA you 

need to change. The Update Line of Accounting Screen opens. It shows key information about the LOA 

(Figure 8-8) and the cuǊǊŜƴǘ [h!Ωǎ ŜƭŜƳŜƴǘǎ όCƛƎǳǊŜ у-2, but with the elements filled in). 
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Figure 8-8: Update Line of Accounting Screen 

2. (Optional) Check the Share LOA box if subordinate organizations should be able to use this LOA. Note: 

If you choose to share the LOA, you must also share the budget. If you do not, obligation or 

disbursement attempts by the subordinate organization will fail. 

3. Modify the LOA data elements as necessary. Note: Ensure that you duplicate any changes you made to 

ǘƘŜ [h!Ωǎ ŜƭŜƳŜƴǘǎ ƛƴ ǘƘŜ ōǳŘƎŜǘΩǎ ŜƭŜƳŜƴǘǎΦ .ǳŘƎŜǘ ŀƴŘ [h! ŜƭŜƳŜƴǘǎ Ƴǳǎǘ ŀƭǿŀȅǎ ƳŀǘŎƘ ǇŜǊŦŜŎǘƭȅΦ LŦ 

they do not, the obligation or disbursement attempt will fail.  
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4. Select Save Changes at the bottom of the screen. The Lines of Accounting (Search Results) screen 

(Figure 8-7) appears. 

3.3 Copying LOAs 

Copying is a way to create a new LOA from an existing LOA. DTS begins with information pulled from the source 

LOA and allows you to change what you need to change to create a new, unique LOA.  

Here is how to create a new LOA by copying an existing LOA: 

1. From the Lines of Accounting (Search Results) screen (Figure 8-7) select Copy next to the LOA you want 

to duplicate. The Copy Line of Accounting Screen opens. It lets you enter key information about the 

new LOA (Figure 8-9) and displays the elements in the source LOA (Figure 8-2, but with the elements 

filled in). 

 

Figure 8-9: Copy Line of Accounting Screen (Top) 

2. όhǇǘƛƻƴŀƭύ ¸ƻǳǊ Ƴŀƛƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƴŀƳŜ ŀǇǇŜŀǊǎ ōȅ ŘŜŦŀǳƭǘ ƛƴ ǘƘŜ Organization Name text field. 

Change the org name if you need to copy the LOA into a different organization. Note: The format map 

is not editable. If you need to use a different format map, you cannot copy this LOA. Instead, you must 

create a new LOA. 

3. (Optional) Check the Share LOA box if organizations subordinate to the one in the Organization Name 

field should be able to use this LOA. Note: Sharing the LOA means allowing all sub-organizations within 

the organization structure to use the LOA. In addition, if you choose to share the LOA, you must also 

ǎƘŀǊŜ ǘƘŜ ōǳŘƎŜǘΦ LŦ ȅƻǳ ŘƻƴΩǘ ŎƻƳǇƭŜǘŜ ǘƘŜ ǎŜǘ ǳǇ ŎƻǊǊŜŎǘƭȅΣ ƻōƭƛƎŀǘƛƻƴ ƻǊ ŘƛǎōǳǊǎŜƳŜƴǘ ŀǘtempts by 

the subordinate organization will fail. 

4. (Optional) DTS checks the Create Budget ōƻȄ ōȅ ŘŜŦŀǳƭǘΦ ¦ƴŎƘŜŎƪ ǘƘŜ ōƻȄ ƛŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ 5¢{ ǘƻ 

automatically create a budget for the new LOA. Note: The organization cannot use LOAs without 

associated funded budgets to obligate or disburse travel funds.  

5. Enter the 4-digit fiscal year for the new budget. 

6. The LOA Fiscal Year and LOA Name display the label name information from the source LOA. You must 

to change the information in either or both fields to creaǘŜ ǘƘŜ ƴŜǿ [h!Ωǎ ƭŀōŜƭΦ 
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7. Modify the LOA data elements (as seen in Figure 8-2) as necessary. Note: If you left the Create Budget 

box checked in step 3, DTS duplicates all the LOA elements in the budget when you save the changes in 

step 7. This ensures that the LOA and budget elements match perfectly, as required to enable 

obligations and disbursements. 

8. Select Save Copied Line of Accounting at the bottom of the screen. The Lines of Accounting (Search 

Results) screen (as seen in Figure 8-8) displays. It shows the newly created LOA. 

3.4 Cross-Organization Funding 

Cross-organization (X-Org) Funding allows an organization to release access of a LOA to an outside organization 

or to a specific traveler in DTS. Use this feature when your organization pays for travel of one or more of another 

ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǘǊŀǾŜƭŜǊǎΦ X-Org Funding is different from sharing a LOA in two major ways: 

¶ An organization can only share its LOAs with organizations subordinate to it. X-Org Funding allows LOA 

access to any organization in DTS. 

¶ An organization cannot designate a shared LOA for the use of a single traveler, as is the case with X-Org 

Funding. 

At any time, the organization can remove or update the X-Org designation. In addition, the organization who set 

up the X-Org Funding always retains control of both the LOA and the associated budget and can run reports to 

monitor X-Org LOA use. 

Finally, the funding organization may (but does not have to) determine which routing list documents that 

contain the X-Org LOA must follow which permits the funding organization to determine the AO. 

IŜǊŜΩǎ ǿƘŀǘ ƻŎŎǳǊǎ ǿƘŜƴ ŀ 5¢! ǎŜǘǎ ǳǇ X-Org Funding: 

1. 5¢{ ŜƳŀƛƭǎ ǘƘŜ ǊŜŎƛǇƛŜƴǘ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 5¢! ǘƻ ŎƭŀǊƛŦȅ ǘƘŜ ŦǳƴŘƛƴƎ ƻǊƎŀƴƛȊŀǘƛƻƴ ŀƴŘ ǊŜƭŜŀǎŜŘ [h! ƭŀōŜƭΣ 

provides the name and email address of the funding ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ C5¢!Σ ŀƴŘ ƛǎǎǳŜǎ ŀ ōƭŀƴƪŜǘ ǿŀǊƴƛƴƎ 

that the receiving organization must strictly follow any limitations and guidance the funding 

ƻǊƎŀƴƛȊŀǘƛƻƴ Ǉǳǘǎ ƛƴ ǇƭŀŎŜ ŦƻǊ ǘƘŜ [h!Ωǎ ǳǎŜΦ 

2. The LOA label becomes available to the designated recipients in the Cross Org LOA drop-down list of 

ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ŘƻŎǳƳŜƴǘ ǳƴŘŜǊ ǘƘŜ Accounting screen. 

3.4.1 Cross Org LOA Access to an Organization 

When allowing an organization to use your LOA consider providing thorough instructions such as available time 

period for use, covered and not allowable expenses, and a not to exceed dollar amount. Below discusses the 

process for allowing an entire organization to use your LOA then the steps for traveler only. 

IŜǊŜΩǎ Ƙƻǿ ǘƻ release LOA access to a DTS Organization: 

1. From the Lines of Accounting (Search Results) screen (Figure 8-7) select X-Org Funding next to the LOA 

you want to allow the organization to access.  
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Same Figure 8-7: Lines of Accounting (Search Results) Screen 

2. The Search Cross Org screen (Figure 8-10) opens. 

 

Figure 8-10: Search Cross Org Screen 

3. Enter the full name of the organization you want to allow LOA access in the Cross Org For Funding field. 

4. Select Search. The Cross Org screen (Figure 8-11) opens. 

 

Figure 8-11: Cross Org Screen ς Organization Result 
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5. Select Save Org. The Search Cross Org screen opens. Under the section Selected Organizations and 

Individuals for Funding: the selected organization displays (Figure 8-12). Select Return List to exit the 

screen. The Search Cross Org screen appears. Note: To remove the LOA access by an organization, use 

the Select to Delete option. 

 

Figure 8-12: Saved Organization ς Search Cross Org Screen 

3.4.2 Cross Org LOA Access to a Traveler 

IŜǊŜΩǎ Ƙƻǿ ǘo release LOA access to a Traveler: 

1. From the Lines of Accounting (Search Results) screen (see Figure 8-7), select X-Org Funding next to the 

LOA you want to allow the traveler to access.  

2. The Search Cross Org screen (same Figure 8-10) opens. On the Search Cross Org screen, enter the SSN 

of the traveler you want to release LOA access in the Search Cross Org By Traveler SSN field. 

 

Same Figure 8-10: Search Cross Org Screen 

23 TRAINING 

DTMOCSD 
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3. Select Search. The Cross Org screen (Figure 8-13) opens. 

 

Figure 8-13: Cross Org Screen ς Traveler Result 

4. Select Save Selected SSN or Save Org. The Search Cross Organization screen opens (Figure 8-14). 

Under the section Selected Organizations and Individuals for Funding: the selected traveler displays. 

Select Return List to exit the screen. The Search Cross Org screen appears. Note: To remove the LOA 

access by the traveler, use the Select to Delete option. 

 

Figure 8-14: Saved Traveler - Search Cross Org Screen 

3.4.3 Remove Cross Org LOA Access 

Once the organization or a traveler have been paid for travel and no longer need to use your LOA, the LOA 

access should be revoked.  

IŜǊŜΩǎ Ƙƻǿ ǘƻ ǊŜƳƻǾŜ ǘƘŜ [h! ŀŎŎŜǎǎΥ 
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1. On the Search Cross Org screen, locate the Selected Individuals and Organizations for Funding section 

(Figure 8-14). Check the box Select to Delete next to every organization or traveler you want to remove 

LOA access. 

2. Select Delete Selected. The Search Cross Org screen refreshes (Figure 8-10). All checked organizations 

and travelers no longer appear in the list. 

3.4.4 Designate a Routing List 

¸ƻǳ Ŏŀƴ ŀǘǘŀŎƘ ƻƴŜ ƻŦ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǊƻǳǘƛƴƎ ƭƛǎǘǎ ǘƻ ŀ ŎǊƻǎǎ-organization LOA. When you do, every time 

someone uses that cross-organization LOA in a document, DTS automatically selects your organiȊŀǘƛƻƴΩǎ ǊƻǳǘƛƴƎ 

ƭƛǎǘ ŀǎ ǘƘŜ ŘƻŎǳƳŜƴǘΩǎ ŘŜŦŀǳƭǘ ǊƻǳǘƛƴƎ ƭƛǎǘΦ IƻǿŜǾŜǊΣ ǘƘŜ ǘǊŀǾŜƭŜǊ Ŏŀƴ ǎǘƛƭƭ ŎƘƻƻǎŜ ƴƻǘ ǘƻ ǳǎŜ ȅƻǳǊ ǊƻǳǘƛƴƎ ƭƛǎǘΣ ŀƴŘ 

can instead select any available routing list from the Routing List drop-down on the Digital Signature screen.  

If you do not specify a routing list, DTS will use the default routing list from the traveler's permanent profile as 

the default routing list instead. The traveler may still choose to select any available alternate routing list. 

Note: Follow your local business rulŜǎ ǊŜƎŀǊŘƛƴƎ ǳǎƛƴƎ ǘƘƛǎ 5¢{ ŦǳƴŎǘƛƻƴΦ ¢ƘŜ ǘǊŀǾŜƭŜǊΩǎ !h Ƴǳǎǘ ōŜ ƛƴǾƻƭǾŜŘ ǿƛǘƘ 

the travel process to ensure accountability (e.g., leave form). 

IŜǊŜΩǎ Ƙƻǿ ǘo designate a routing list for a cross-organization LOA: 

1. From the Lines of Accounting (Search Results) screen (Figure 8-7) select X-Org Funding next to the LOA 

you want to attach a routing list. The Search Cross Org screen (Figure 8-14) opens. Determine if you are 

allowing the entire organization or a specific traveler to use your LOA. 

2. Select the Document Type that must use the routing list. Options are AUTH (authorizations), VCH 

(vouchers), and LVCH (local vouchers). Note: You can only select one at a time, but you can perform 

these steps again to include a second or third document type. 

3. Select the Routing List you want the selected document to follow. You can select any routing list 

ŀǎǎƻŎƛŀǘŜŘ ǘƻ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴ ǘƘŀǘ ƻǿƴǎ ǘƘŜ ŎǊƻǎǎ ƻǊƎΩŘ [h!Φ 

4. Select Save Routing List.  

3.4.5 Remove a Designated Routing List 

To remove a designated routing list for a cross ƻǊƎΩŘ [h!Υ 

1. On the Search Cross Org screen, in the Selected Routing List section, under Select to Delete, check the 

box next to every item you want to remove (Figure 8-14). 

2. In the Selected Routing List section, select Delete Selected. The Search Cross Org screen refreshes. The 

items you removed are no longer on the list. 

3.5 Creating Budgets for LOAs 

A LOA must always have at least one associated, funded budget before it can fund travel in DTS. If you created a 

LOA without creating a budget, or if you need a second budget tied to a single LOA, DTS provides an easy way to 

make sure all elements match in the LOA and budget, as required. 

IŜǊŜΩǎ Ƙƻǿ ǘƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ōǳŘƎŜǘ ŦƻǊ ŀƴ ŜȄƛǎǘƛƴƎ [h!Υ 

1. On the Lines of Accounting (Search Results) screen (Figure 8-15) locate the LOA to establish a budget. 
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Figure 8-15: Lines of Accounting (Search Results) 

2. Select the New Budget link in the Link to column. The Budget module opens on the Select Budget Type 

screen (Figure 8-16). Note: The Fiscal Year defaults to the oldest one. You must use the drop-down 

menu to select the proper Fiscal Year. 

 

Figure 8-16: Select Budget Type Screen 

3. (Optional) The following fields are populated with information that match the source LOA, but you can 

change it if you need to: 

¶ Fiscal Year 

¶ Organization 

¶ Budget Label 
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¶ Shareable 

4. (Optional) DTS selects the radio button that will create a Quarterly budget by default. You can change 

the Budget Type to Annual if necessary. 

5. Select Save. DTS saves the information and opens the Create Budget screen (Figure 8-17). 

 

Figure 8-17: Create Budget Type Screen (Top) 

6. (Optional) Enter a new Budget Label. 

7. Complete any available Amount Budgeted field with budget target amounts. If this is a quarterly 

budget, you cannot enter budget targets in quarters that have already ended, and DTS will calculate the 

Total for you. If this is an annual budget, there are no quarterly amounts, so you must enter the Total. 

8. Do not use the Copy an existing LOA to this budget option. DTS has already populated the budget 

elements. 

9. Although not pictured in Figure 8-17, the budget elements are at the bottom of the screen. You can 

change them, but if you make changes, they will not match the LOA elements, and funding will fail. 

Note:  LOAs and Budget items must match unless you are using wildcards in the Budget item. See the 

DTA Manual, Chapter 9 for more on DTS budgets. 

10. Select Save.  

https://media.defense.gov/2022/May/11/2002994835/-1/-1/0/DTA_9.PDF


DTA Manual, Chapter 8: LOAs  June 28, 2022 

Defense Travel Management Office  21 

11. Select Show Budgets to view budget information 

3.6 Deleting LOAs 

There are times when you will find it necessary to remove a LOA from your organization. For example, the LOA 

was created using the wrong Format Map or when you have LOAs which are no longer used for travel (e.g., over 

3 years old) and you want to prevent travelers from selecting them in a document, you can remove them from 

DTS.  

IŜǊŜΩǎ Ƙƻǿ ǘƻ ŘŜƭŜǘŜ ƻƴŜ ƻǊ ƳƻǊŜ [h!ǎΥ 

1. On the Lines of Accounting (Search Results) screen (Figure 8-18) in the Select to Delete or Rollover 

column, check the box next to each LOA that you want to delete. Note: You can only check items on 

this screen. If you have a long list of LOAs, you may not be able to view them all on the screen at one 

time. 

 

Figure 8-18: Lines of Accounting (Search Results) ς Delete Option 

2. Select Delete Selected (on this page). The Delete Line(s) of Accounting screen (Figure 8-19) opens. It 

lists all the LOAs you marked for deletion.  

 

Figure 8-19: Delete Line(s) of Accounting Screen 

3. Select Delete Line(s) of Accounting. The Delete Line(s) of Accounting Summary screen (Figure 8-20) 

opens. DTS tells you how many LOAs successfully removed. NoteΥ ¸ƻǳ ŎŀƴΩǘ ŘŜƭŜǘŜ ŀ [h! ǘƘŀǘ ŀǇǇŜŀǊǎ 

in an active travel document. Review the document before proceeding with LOA removal. 
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Figure 8-20: Delete Line(s) of Accounting Summary Screen 

4. Select OK. The Lines of Accounting (Search Results) screen refreshes. Any deleted LOAs no longer 

display on the list. 

3.7 Rolling Over LOAs 

One method in forming the new FY LOAs is the rollover feature. Rollover allows the FDTA to select one or many 

LOAs at the same time. DTS provides two means of rolling over LOAs to the new fiscal year: 

¶ Default rules automatically update fiscal year and program year account elements in each LOA to the 

designated fiscal year defined for each LOA format map. Any empty elements in the LOA will remain 

empty. All other data elements within the LOA copy into the new LOA. You can modify default rules. 

¶ Custom rules allow users to turn off individual fiscal/program year account element rules from the 

default rule set. Custom rules can apply to one or more LOAs when selected in the Rollover feature. 

Once the user has turned off the LOA element rules, DTS will not automatically update fiscal/year 

account elements in each LOA with a specified fiscal year value. 

Note: All other data elements in the LOA move over into the new LOA. If the LOA has the fiscal year designator 

embedded in a data element not covered by the custom rules, then use the Copy feature and update as needed 

to modify LOA Data Elements, Accounts 1 ς 10. 

3.7.1 Roll Over using Default Rules 

IŜǊŜΩǎ Ƙƻǿ ǘƻ roll over a LOA using Default Rules: 

1. Select DTA Maintenance Tool (quick link) from the DTS Dashboard, or select Administration and then 

DTA Maintenance Tool.  

2. Select DTA Maintenance Home to open a drop-down menu, then select Lines of Accounting. The 

Search Lines of Accounting screen (Figure 8-21) opens. 

 

Figure 8-21: Search Lines of Accounting Screen 
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3. Complete the Label field with the name of the LOA.  

-OR- 

To expand the search to include all LOAs for the selected organization, leave this field blank.  

4. Select the Format Map drop-down arrow to select a map type. To expand the search to include all map 

types, leave this field blank. 

5. Select the Organization Name drop-down arrow to select an organization. To expand the search to 

include all sub-orgs, check the Include Sub-Organizations box. 

6. Select Search. The Lines of Accounting (Search Results) screen displays (Figure 8-22).  

 

Figure 8-22: Lines of Accounting (Search Results) Screen 

7. Check the box next to each LOA you want to include in the roll over or use the Select All link to select all 

LOAs on the screen. 

8. Note: The LOAs display by Organization Name, LOA Label, and Format Map. You cannot view all data 

elements of the LOA once roll over is selected. Use the View LOA(s) List link to view all data elements 

and verify the LOA as a candidate for roll over.  

9. Select Rollover Selected (on this page). The Rollover Line(s) of Accounting ς Select Rules screen 

(Figure 8-23) opens. It displays the default rules for how DTS will complete the roll over process for the 

selected LOAs. 

 

Figure 8-23: Rollover Lines of Accounting - Select Rules Screen 
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10. Select the Use default rule(s) radio button. 

11. Select Continue. The Rollover Line(s) of Accounting ς Default Rules screen opens. This screen previews 

the LOAs requiring roll over. It shows the list of selected LOAs with the Organization Name, LOA Label, 

Format Map, and the option to Preview the new fiscal LOA before rollover. 

12. Enter the new fiscal year in the Rollover LOA(s) and you want create the Empty Budget Shell(s) (Figure 

8-24) if there are no LOA data element changes. Note: If you need to update a LOA field (Accounts 1-

10), only add the new FY in Rollover LOA(s) to Fiscal Year field, uncheck the Create Budget box and 

ŘƻƴΩǘ ŎǊŜŀǘŜ ǘƘŜ Empty Budget Shell at this point. Instead, after LOA rollover, Update the LOA 

element(s), and then create the budget shell using the Link to column, New Budget link (Figure 8-22). 

 

Figure 8-24: Rollover Line(s) of Accounting ς Default Rules 

13. If the organization uses annual budgets, then uncheck the Create Budget box. You must manually 

create the budgets in the Budget module. 

14. LŦ ǎƘŀǊƛƴƎ ǘƘŜ [h! ǿƛǘƘ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǎǳō-organizations, check the box in the Shared column. Note: 

{ƘŀǊƛƴƎ [h!ǎ ƳŜŀƴǎ ǿƛǘƘƛƴ άŀƭƭέ ǘƘŜ ǎǳō-organizations. Once shared the LOA stays shared. 

15. (Optional) If you select Preview (Figure 8-24) then a new LOA Data Elements screen opens displaying 

format of the LOA data elements in view only. When finished, simply select Close Window. 

16. Select Rollover Line(s) of Accounting to generate the new fiscal year LOAs and empty budgets. The 

Rollover Line(s) of Accounting ς Confirm page opens (Figure 8-25). 

 

Figure 8-25: Rollover Line(s) of Accounting ς Confirm Screen 
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17. Select Continue to complete the roll over process. The Rollover Lines(s) of Accounting Summary screen 

confirms the number of LOAs rolled over and empty budgets created (Figure 8-26). 

 

Figure 8-26: Rollover Lines(s) of Accounting Summary 

18. Select OK. The Lines of Accounting (Search Results) window displays the newly established LOA (Figure 

8-27).  

Note: If you made an error when establishing the LOA, use one of the following options to fix it: 

¶ Delete the LOA and inactivate or delete any associated budgets 

¶ Edit the LOA and associated budgets 

 

Figure 8-27: Lines of Accounting (Search Results) ς Rolled Over LOA 

NoteΥ ¸ƻǳ ŎŀƴΩǘ ǳǎŜ ǘƘŜ ƴŜǿ [h! ǘƻ ŦǳƴŘ ǘǊŀǾŜƭ ǳƴǘƛƭ ƛǘǎ ŀǎǎƻŎƛŀǘŜŘ ōǳŘƎŜǘ Ŏƻƴǘŀƛƴǎ ŦǳƴŘǎΦ {ŜŜ ǘƘŜ DTA Manual, 

Chapter 9 for instructions on entering budget targets. 

3.7.2 Roll Over using Custom Rules 

IŜǊŜΩǎ Ƙƻǿ ǘƻ Ǌƻƭƭ ƻǾŜǊ ŀ [h! ǳǎƛƴƎ /ǳǎǘƻƳ wǳƭŜǎΥ 

1. From the Lines of Accounting (Search Results) screen, select the boxes next to all the LOAs you want to 

roll over. 

2. Select Rollover Selected (on this page). The Rollover Lines(s) of Accounting - Select Rules screen opens 

(Figure 8-28). The top section displays the rules DTS would apply to the selected LOAs, if you used the 

default rules. 

3. Select the Use custom rule(s) defined for each LOA radio button (Figure 8-28). 

https://media.defense.gov/2022/May/11/2002994835/-1/-1/0/DTA_9.PDF
https://media.defense.gov/2022/May/11/2002994835/-1/-1/0/DTA_9.PDF





























